Long Term TDY Middle Settlement

Introduction This guide provides the procedures for enterihgrag TermTDY Middle
Settlementn TPAX.

A Long Term(LT) TDY Middle Settlement is used for submitting a
second and all succeeding claims, untiEzaml settlement when the LT
TDY hasended.

Before you After completing a settlementou will be required to attachsaamed

Begin document file containing an image of the Original Authorization and a
required receipts. It is recommend@dFORE YOU BEGIN the
settlement, to complete thequiredscan fileto attachto the claimbefore
forwarding to the AO for approval.

Procedures

Step Action

1 Log into TPAX.

2 The TPAX Inbox will display. The LTTDY Begin Settlement for period 7/1/1¢
to 7/31/16 idisted with a Completed Status.

BEAR, COASTIE T-PAX Inbox View:
[Reservations] [Regulations] [Currency]
Profile and History » Create New » Tools» Help » Logout
Type of Start End Auth. Status . .| Arrive | Request
TONO Request | Date e Category| Created By Official Status Bee Origin At D Amount
66683
| 1317222AAA000000 Settiement | 7/1/2016 | 7312016 | D°¢ vee | BEAR. Completed [8/32016 | Traveler To&zka, 1100217745 $3,448.94

3 Click theView drop-down and select if the settlement is being entered by th
Traveler or by Proxy.

Then dick the Create Newdrop-down and sele$ettlementRequest

BEAR, COASTIE T-PAX Inbox View:

[Reservations] [Regulations] [Currency]

Profile and History » | Create New» Tools » Help »
Authorization Request

Settlement Request
Advance Request

nd
ate

Auth.
Official

Status
Date

Arrive

Request
Status. At D

Amount

Created By

Origin

Category
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Long Term TDY Middle Settlement, Continued

Procedures
continued

Step Action
4 TheTravel Order Selectiowill display. Enter the Trael Order Number
(TONO), or select the TONO from the lisT.hen click theOK button.

BEAR, COASTIE Travel Order Selection View:  Traveler
Settlement
TONO: |1317222AAA000000 |
1317222AAA000000 [ Del| Doc Type 13| 7112016 | 913012016 ..

Select an existing order or enter a new order
number with which you wish to work and then
click the OK button

OK Cancel Help

5 The Select Supplemental Tgage will displayand maylist the LT-TDY

Beginning settlement dacomplete (This onlyoccurswhena sttlements not
completeand released fqgyaymento the Finance Centgrlf you need to edit
the settlement for any reason you would be creating a Supplemental to that
claim.

To enter a LFTDY Middle settlement, you will be creating a NEW settlemer
andNOT a Supplemental to the Beginning claim. Clibk Claim is Not a
Supplementalbutton.

BEAR, COASTIE . s
SR P s Select Supplemental To: Traveler

If this travel request is a supplemental to another request then click on the "Select"”
link next to that previous request (Column 'Click to Select’) for which you wish to do a
supplemental. Note: You cannot do a supplemental for a request marked
‘Incomplete’.

If this request is not a supplemental then simply click on the "Claim is not
Supplemental" button at the bottom of the screen.

Click to Select Request No. From Date To Date Amount
Complete 1100217745 07/01/2016 07/31/2016 344894
Claim is Not a Supplemental Cancel Help

Continued on next page



Long Term TDY Middle Settlement, Continued

Procedures
continued
Step Action
6

TheRemit Totab on the Settlement Reest page wiltlisplay. Thedp section
identifiesthe Type of Order and the inclusive dates of the TDY. Thgpe of
Settlementidentifies this as a Final settlement submission even though you
be submitting multiple settlements for these orders.

The Address defdis to your home address. If the address is incorrect, you n
overtype the correct address. It is suggested that after complesisgttiement,
you return to youProfile section and edit the addres®hen finished, click the

Next button.
BEAR, COASTIE Settlement Req uest View: Traveler
TONO: 1317222AAA000000
Type of order: | Doc Type 13 | Covered from: [ 7/1/2016 | to: [ 0/30/2016 |
Type of Settlement |Fina| V| Type of Partial:  Not a Partial v
Remit To Transactions Entitl Computati Financial Remarks
* Address 1. 444 SE QUINCY STREET
Address 2
* City: JTOPEKA
*Country/State: | KS KANSAS v
- Zip: [e6E3
Next Manage Images ‘ Receipts ‘ SAVE H Cancel ‘ ‘ Help ‘

Continued on next page



Long Term TDY Middle Settlement, Continued

Procedures
continued
Step Action
7 TheTransactionsab will display. If you had previously received any advand

payment on these ordersshiouldbe displayed. If you had received an advat
and it is not recordegou musts enter the informatio&lick the Add/Edit
Advances button

BEAR, COASTIE settlement Request View: Traveler
TONO: 1317222AAA000000
Type of order: | Doc Type 13 | Coveredfrom: [ 7/1/2016 | to: [ 9/30/2016 |
Type of Settlement |Fina| V| Type of Partial: ' Not a Partial i
Remit To Transactions Entitl Ci Financial Remarks
Locked Date Type | Amount [ ]
‘ Back H Next ‘ ‘ Manage Images ‘ Receipts ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Enter theDate, Type, Fiscal YearandAmount of the advance. When finishe
click theAcceptbutton.

BEAR, COASTIE Previous Advances and View: Traveler
TONO: 1317222AAA000000 Accruals
Locked | Dpae | Type | Amount [ ]
Date Type Fiscal Year  Amount
L6/25i2016 | |Advance v 2016 v 500.00)
Accept ‘ ‘ Cancel Changes
Previous Next
Help

Continued on next page



Long Term TDY Middle Settlement, Continued

Procedures
continued
Step Action
9 You will return to thelTransactionsab. Click theNext button.
BEAR, COASTIE Settlement Requ est View: Traveler
TONO: 1317222AAA000000
Type of order: | Doc Type 13 | Coveredfrom: [ 7M1/2016 | to: [ 9/30/2016 ]
Type of Settlement |Fina| V| Type of Partial: ' Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Locked Date Type Amount ] l
Add/Edit Advances
Back Next Manage Images Receipts SAVE Cancel Help

10

TheEntitlementgab will display. Click on theAdd This Entitlement button.

BEAR, COASTIE Settlement Request View: Traveler
TONO: 1317222AAA000000
Type of order: | Doc Type 13 | Coveredfrom: [ 7M/2016 | to: [ 9/30/2016 |
Type of Settlement |Final /| Type of Partial: | Nota Partial v
Remit To Transactions Entitl Comp Financial Remarks
Travel Not Performed: []
[] Entitlement Type [ Dates Encompassed [ saws | []]
| Temporary Duty Trip v | <= Add This Entitlement
‘ Back H Next ‘ ‘ Manage Images ‘ Receipts ‘ SAVE H Cancel H Help ‘

Continued on next page



Long Term TDY Middle Settlement, Continued

Procedures
continued
Step Action
11 TheWh at 6 s Atalwilldisplag dltEOwner Operator of POV box

will auto check to ensure reimbursement for any Local Travel on these ord

Click the Transportation Restrictions drop-down and select theame option as
the Beginning SettlementVVhen finished, click thé&lext button.

View: Traveler

BEAR, COASTIE Temporary Duty Trip
. 7112016
TONO: [ 1317222AAA000000 | Proceed Date:
Number of Days: 92
Type of order. | Bkt | End Date:  9/30/2016

dvantageous to the
POC Limited to Cost of Constructed Travel
POC in Lieu of Gov't Veh (Avail - Not Assigned)
POC in Lieu of Gov't Veh (Avail - Assigned to Agency)
Commercial (Rail/Air/Bus/Ship) Authorized
Government (Air/Vehicle/Ship) Authorized
Remarks Directed Government Air
Remarks Directed Government Vehicle
Remarks Directed Travel by Air

Transportation Restrictions | POC More Advantageous to the Government

What's Authorized Itinerary Reil

I W Owner operator of F’OVI

Next I Accept Changes

I Cancel | | Help |

12

for the period 8/1/2016 thru 8/31/201%/hen finished, click thé&dd/Edit Trip

Theltinerarytab will display. Click théDuration of Travel drop-down and
selectL. T. TDY Contd-Middle option. Use this option for this and all
remaining settlementsvith the exception of the Ending settlemepbn
completion of these orders$n thePay From and Pay Tofield, enter the
inclusive dates fothis Middle settlementin this example the gktment will be

Itinerary button.

BEAR, COASTIE View: Traveler

Temporary Duty Trip

Proceed Date: |7/1/2016

Number of Days: 92

Type of order: | Doc Type 13 | End Date: |9/30/2016
No trip itinerary to be entered
Greater than or equal to 24 hours

Less than 24 hours with lodging
What's Authorized Itinerary Reimbu | oss than 24 hours no lodging

TONQ: [_1317222AAA000000 |

Less than or equal to 12 hours
L T TDY - Beginning

Duration of travel: LT TDY Contd - Middle v DY Contd - Middle rom T
— LT. TDY Contd - Ending |3W2016 I y l _l

Duty Local?
Day | P | Method

Trans

| Date | | Location Reason

Lodging | Meals

AE% Lodging Taxes Miles ‘

I Add | Edit Trip Itinerary I

Continued on next page



Long Term TDY Middle Settlement, Continued

Procedures
continued
Step Action
13 Theltinerarypage will display. Th®eparture Datewill always be the=IRST

date of travel under these orders. In this example travel originally began 7
TheDuty Day field defaults to the correct optioldo NOT edit this field
anywhere in the Itinerary section Next, click the link in th®eparture
Location.

BEAR, COASTIE P View: Traveler
TONO: 1317222AAA000000 Itinerary
Date | ‘ Location poane) %’ﬂ’ IDL| yocal? | Lodging | Meals | AE% Lodging Taxes Miles | ‘

) QOriginal Location (click fo edit] Method of Reimbursement Daily Ldg Cost
Original Date
56683 Topeka, KS. Shawnee s Loca [LDP - Lodging Plus v 0

l07/01!2016 I_]"
Method of Transportation

= ‘ J Lodging Tax:
M puty Da hd
m Lodging Type: lIi
Continue Location (CicK o di) [ca- Comm'l Qurs Incidental Expense Ful V|
Arrival Date: [Click to enter arrival location... |
08/01/2016 Reason for Stop:
[TD - Temporary Duty v] Meals Type:
M Duty Day [CM - Commercial Meals ] || Miles
0
’ Accept Leg I | Cancel Changes

will be the TDY site. When finished, click thécceptbutton.

Using the chart below, enter the information where the travel is to begin. T

Arrive Location for this leg of travel

Country / State:  ccosus cons Zip Gode / City:

[Ks xansas ] (68682 Topeka, Shawnes ]

[ ks kansas & [ 6623 Topeka, Shawnee v

County / Locality:

[ToPEKA / SHAWNEE ]

[TOPEKATSHAWNEE v

I Accept I | Cancel ‘
Country State Enter the two letter abbreviation for the country/state or cli
the dropdown and chose an option.

Zip Code/City Enter the city name or zip code, then hit the tab key. The

information will auto populate. If the auto populated
information is NOT accurate, click tiz#p Code/City drop
down and choose an option.

Country/Locality | Will auto populate based on the datdezed in the previous

fields.

Continued on next page



Long Term TDY Middle Settlement, Continued

Procedures

continued

Step

Action

14

TheMethod of Transportatonwi | | def aul t Aedit framtked
original method usedTheArrival Date is the beginning datef this Middle
settlement. In thi#xample we are completing a Middle settlement beginnin
8/1/16. Click the link in theContinue Location field.

BEAR, COASTIE Itin era View: Traveler
TONO: 1317222AAA000000 ry
Trans Duty Local?
Date | ‘ Location Renson Day DL | Method | Lodging | Meals | AE% Lodging Taxes Miles | ‘
Original Date Original Location (click to edit) Method of Reimbursement Daily Ldg Cost
[66683 Topeka, KS, Shawnee ] s Local LDP - Lodging Plus v 0
07/01/2016 |21 l | |—]
Method of Transportation: e T
Duty Day ~
Lodging Type:
Coniint Location (cick 1o 6dT [cQ - Comm'l Qtrs Incidental Expense Full v
Arrival Date:
08/01/2016 Reason for Stop
[ TD - Temporary Duty v Meals Type:
Duty Day CM - Commercial Meals ~ Miles:
0
’ Accept Leg | | Cancel Changes

Using the chart below, enter the Continue Location information. This will b
TDY site. When finished, click thécceptbutton.

Arrive Location for this leg of travel

Country / State: cconus conue
[Ks kansas |

Zip Code ! City:

(66652 Topeka, Shawnee |

[Ks kaNsAS v [ 88883 Topeka, Shawnee

County / Locality

[TOPEKA / SHAWNEE |

[TOPEKA 1 SHAWNEE &

I Accept I |

Cancel ‘

Country State Enter the two letter abbreviation for the country/state or cli

the dropdown and chose an option.

Zip Code/City Enter the city name or zip code, then hit the tab key. The
information will auto populate. If the auto populated
information is NOT accurate, click tizp Code/City drop-

down and choose an option.

Country/Locality | Will auto populate baseoh the data entered in the previous

fields.

Continued on next page



Long Term TDY Middle Settlement, Continued

Procedures
continued
Step Action
15 Click theReason for Stopdrop-down and selecED Temporary Duty.
BEAR, COASTIE Itinerary View: Traveler
TONO: 1317222AAA000000
Date ‘ ‘ Location mrans %"‘,'3' DL ‘ rocal? ) adging ‘ Meals AE% Lodging Taxes Miles ‘ ‘
Original Date Original Location (click to edit) Method of Reimbursement: Daily Ldg Cost
- [P6B83 Topeka, KS, Shawnee ] s Local FFLT - Flat Rate Full Long Term TDY v m
B Sk ] | 9100 |
Method of Transportation: A IT Lodging Tax
E Duty Day I v | = 0.00
Lodging Type:
Continue Location (click to edif) CQ - Commercial Quarters v
Arrival Date [F6683 Topeka, KS, Shawnee |
08/01/2016 Reason for Stop:
TD - Temporary Duty v l Meals Type M&IE: 51.00
Duty Day CM - Commercial Meals v Miles:
0
‘ Accept Leg | | Cancel Changes

Next, click theMethod of Reimbursementdrop-down and select the same
option as the Beginning Settlement. In this exartipdenember was authorize
FFLT -Flat Rate Full Long Term TDY per dian and reimbursement will be
75%of theDaily Lodging Costfor the TDY site. Click the Accept Legbutton.

Depending on the option selected, tloelging Type andMeals Typemay need
to be enteredIn this example the FFLT option will default these fields.

Continued on next page



Long Term TDY Middle Settlement, Continued

Procedures

continued

Step

Action

16

The first leg of the settlement is complete and will display at the top of the |
It is very importanto enterthe Departure Date andArrival Date for the last
day ofthis settlement.The Departure Location will default to the TDY site.
TheMethod of Transportation will default fromthe previous claim

BEAR, COASTIE
TONO: 1317222AAA000000

Itinerary

View:  Traveler

Trans |Duty| ) | Local? |y oo lMeals|  AE% Lodging Taxes  Miles

Date Location Reason | Day Method
71/2016 DEP 66683 Topeka, KS, Shawnee cs 4
8/1/2016 | ARR| 66683 Topeka, KS, Shawnee ™ | w FELT | ©Q | CM ||
Departure Location (click to edit] Method of Reimbursement: Daily Ldg Cost
Departure Date
6683 Topeka, KS, Shawnee s Local v 0
l08/31i2016 I._JJ
ethod of Transportation: il T
a Duty Day PA - Private Auto v
Lodging Type: 0
Arrival Location (click to edit) e
Arrival Date 66683 Topeka KS_Shawnee
08/31/2016 |1 Reason for Stop:
[MC - Mission Complete v Meals Type:
O Duty Day CM - Commercial Meals v Miles:

| Accept Leg

‘ ‘ Cancel Changes

Using the chart belowglick the link andenterthe information for thérrival
Location. This will be the TDY site When finished, click théccept button.

Arrive Location for this leg of travel

Country / State: cconus conus Zip Code / City:
KS KANSAS 66683 Topeka, Shawnee
KS KANSAS hd 66683 Topeka, Shawnee hd
County f Locality
[ToPEKA 1 SHAWNEE |
[ToPEKA I SHAWNEE v
I Accept I ‘ Cancel

Field Description
Country State Enter the two letter abbreviation for the country/state
click the dropdown and chose an option.
Zip Code/City Enter the cityname or zip code, then hit thebtkey. The

information will auto populatelf the auto populated
information is NOT accurate, click tl@p Code/City
drop-down and chose an option.

Country/Locality

previous fields.

Will auto populate based on the data entered in the

Continued on next page



Long Term TDY Middle Settlement, Continued

Procedures

continued

Step

Action

16
(cont)

Click theReason for Stopdrop-down and chosthe MC -Mission Complete
option. Then click theAccept Legbutton.

BEAR, COASTIE Itinerary View: Traveler
TONO: 1317222AAA000000
: Trans |Duty Local? = = £
Date Location Reason| Day IDL Method Lodging | Meals AE% Lodging Taxes Miles
7/1/2016 | DEP| 66683 Topeka, KS, Shawnee (o] v
8/1/2016 | ARR| 66683 Topeka, KS, Shawnee ™ | FELT | C€Q | CM 91.00 ]
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[E6683 Topeka_KS_Shawnee ] s Local hd 0
08/31/2016 |
Method of Transportation: il T
O buty Day [PA - Private Auto v]
Lodging Type: 0
Arrival Location (click to edit) Y
Arrival Date [66683 Topeka, KS_Shawnee |
08/31/2016 |4 [Reason for Stop:
l MC - Mission Complete ™ | Meals Type:
O Duty Day CM - Commercial Meals v Miles:
I Accept Leg I ‘ Cancel Changes

17

The second leg for this settlement is complete and will be listed on the Iting
page. Review the information for accuracy. ClickHuk link to make any
changes.When finished click thé\ccept Changesutton.

BEAR, COASTIE Itinerary View:  Traveler
TONO: 1317222AAA000000
q Trans |Duty Local? . - -
Date Location Reason | Day IDL Method Lodging | Meals AE% Lodging Taxes Miles
71/2016 | DEP| 66683 Topeka, KS, Shawnee cs | ¥ Edit) o
8/1/2016 | ARR| 66683 Topeka, KS, Shawnee ™ | @ FELT | ca | oM 9100 J[000 ][0 ] Insert§ ~®
8/31/2016 | DEP| 66683 Topeka, KS, Shawnee cs Edit |
8/31/2016 [ARR| 66683 Topeka, KS, Shawnee MC NLG o] o] Inser
I Accept Changes I | Cancel Changes | Help |

8/31/2016

Warning The following date ranges may be covered under the
rules governing Long Term Flat Rate Per Diem 7/1/2016 to

You may receive this warning concerning Flat Rate Per Diem. Click the
OK button to continue.

Continued on next page



Long Term TDY Middle Settlement, Continued

Procedures
continued
Step Action
18 | You will return to thdtinerarytab. Click theNext button.
= View: Traveler
BEAR, COASTIE Temporary Duty Trip
. 7112018
TONO: [ 1317222AAA000000 ] Brcceedibates
Number of Days: 92
Type of order: | Doc Type 13 | End Date: |9/30/2016
What's Authorized Itinerary Reimbursables
Duration of travel: [LTTDY Contd - Middle V] status Pay From Pay To
Date Location RTe’::‘fn %‘;‘: IDL hzf:"; Lodging | Meals AE% Lodging Taxes Miles
66683 Topeka,
7112016 | ARR KANSAS cs |
812016 |STAT| 66683 Topeka, ™ | v EELT ca cM | 5 J[ero0 oo o0 ]
KANSAS
66683 Topeka,
8/31/2016 | RVRT KANSAS cs
8/31/2016 |STAT| 66683 Topeka, MC NLG [0 _J[ooo J[ 000 J[ 0 ]
KANSAS
| Back |I Next I Exceptions Occasionals | Accept Changes | Cancel H Help |
19 TheReimbursabléab will display. Click the Add/Edit Trip Expenses button t

add any reimbursable expenses for this settlement. When finistiethe

Accept Changedutton.
- View: Traveler

BEAR, COASTE Temporary Duty Trip

- 71172016
TONO: [_1317222AAA000000 | B
Number of Days: 92
Type of order. | Doc Type 13 | End Date: |9/30/2016
What's Authorized Itinerary Reimbursables
Date Description Claimed

Add / Edit Trip Expenses

| E || o] i | | Accept Changes | Cancel || Help |

Continued on next page



Long Term TDY Middle Settlement, Continued

Procedures
continued
Step Action
20 The Entitlements tab will displayClick the Calcslink to review whathe daily

breakdowrfor thissettlement.

21

The Daily Expenses page will display the dailycagtions for the period 8/1/1
through8/31/16 After review, click theDonebutton.

Continued on next page



